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1 ;  .This f i l e  contains the  following documents ( i n c l u d i  form numbers and t i t l e s ,  if any, 

and f i l e  arrangement). 

bcumnts relating t o  the use, receipt, and issuance of tax-free alcohol within DHR insti tutici  

Included but not limited t o  are records and copies of a l l  applications, notices and repori-s 
relating to  the  receipt , use recovery (including restoration),  losses and inventories of tax- 
.free akohol;  i.e. copies of receipts of ethyl alcohol fmm suppliers, records of distribution 
for use, and multhly-annual distribution s m i e s .  

Files m y  be armnged in various f o m t s  depending on the insti tution, usually chronologically 
by mth and year. 

, 

ATTACH SAMPLES OF THE FILE 

I I L.%1....l*. * , I .  D....,. - I--- 



13. Is t h i s  t he  Record Copy of t h e  se r i e s?  [XT [ I 
1 4 .  Is t he re  a duplication of t h i s  s e r i e s  i n  another o f f i c e  o r  agency? [ 1 [XI 

15. Is the  information contained i n  t h i s  s e r i e s  ever summarized o r  published? [ I [XI 

16. Does the  s e r i e s  contain c l a s s i f i e d  information,requiring secur i ty  handling? [ 1 [XI 

17. Does t h e  s e r i e s  i n i t i a t e ,  amend o r  terminate agency po l i c i e s  and procedures? [ I ix! 

18. Could the function be performed i f  t h e  f i les were l o s t  o r  destroyed? [XI [ 1 

. 

Attach copy of surmnary o r  publication. 

I 

- 

- 

19. Is t h e  s e r i e s  ( o r  major portion of i t )  regular ly  microfilmed? If yes ,  why? [ I [x! 

20. Does the  record s e r i e s  provide data  as input t o  an EDP f i l e ?  S m  institutions [XI [ 1 

21. Does t he  record s e r i e s  contain documentation produced as EDP pr in tout?  S m  instifx] [ 1 

22. Has t he  Federal Government issued ins t ruc t ions  governing the  retention/dispo- [d [ 3 

p h a m c i e s  generate a computerized inventory, dis t r ibut ion and receipt  listing 

tutions hanracies generate a computerized inventory, dis t r ibut ion and receipt  l i s t ing .  

s i t i o n  of these f i l e s ?  

I 

23. Will t he re  be a need f o r  these records 10, 1 5  years from now? I f  yes ,  what? [ I [XI 
--II-I--I___-_lll______I_ ____-__ 

r 

I 24. REQUIREMENTS. "he following requires the f i l e s  t o  be kept 3 years : 

a.[lSTATE b.[]STATVTE OF c.[]AUDIT d.  k]F'EDERAL e.[]ADMINISTRATIVE f.[]HISTORICAL 
LAW LIMITATION PERIOD LAW DEC T S I O N  VALUE 

(C i t e  Law, S t a t u t e ,  or o ther  reason for the n- t e? i t im  ~ c ~ q u i r e m c n t )  

See Attached Shect 
___I - __ . -. __ _ _  I_I 

25 .  AGENCY RECOMIENDATIONS. T h i s  agency recommends tha t  the  f i l e  s e r i e s  be cut of f  at  the ecd 
of each -wCALENDAR YEAR -[]FISCAL YEAR -[]OTHER - - _ _ ~  ,then: 

[x] Hold i n  the current f i l e s  area ' month(s)/ 3 yea r ( s ) :  
[ ] Transfer t o  [ 3 S t a t e  Records Center-[ ] Local Holding Area; hold y e a r ( s ) :  
[XI Destroy. 
[ ] Transfer t o  S ta t e  Archives fo r  permanent re tent ion.  
[ ] Destroy immediately after cut-off. 
[ ] Other: (Specify) 

Exception: 
Firearms m y  =quire such records t o  be' kept for an additional period & not exceeding three 
years in any case where he deems such retention necessary or  advisable. 
Earlier destruction is authorieed on any mnth ly  or quarterly inventory-distribution reports 
where the same information is  updated and included an the next periodic or annual Aport. 

Federal Inspectors, D e p h e n t  of the Treasury', Bureau of Alcohol. Tobacco and 

I 

( Ind ica te  b r i e f l y  ra t ionale  for  recornendations above/or wr i t e  addi t ional  remarks) : 
I 
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I OTHER REQUIRED SIGNATURES 
I 
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Part 213 of T i t l e  26, Subpart L Records & Reports. ___- -_ - - -- 
paragraph 213.171 Records 

Persons holdinn pemit on Form 1447 t o  use tax-free alcohol, s h a l l  
keen records i n  suff ic ient  detai l  (a) t o  enable any internal =venue 
o f f i ce r  to  verify a l l  transactions in tax-free alcohol and t o  ascertain 
whether then? has been ccnpliance with law arid remlat ions and (L)) t o  
enable the permittee t o  nrepare Form 1451. Such record-, shall identify 
the  tax-free alcohol bv proof, shall shcw the date of each transaction 
and the actual quant i t ies  of alcohol involved, and s h a l l  include tax- 
free alcohol received f m  Ceneral Services Adrrinistration and the 
~ ~ C O V C F J  of alcohol and cfispositian thereof. 
authorized renovals of tax-free alcohol s h a l l  shmi the naw , address, 
and reg is t ry  or permit rider i f  a n s 7 ,  of eadi consionee or cons ipor ,  
and the type, nmber and serial nmbers of containers involved. 
must be kept current a t  a l l  tires. 

Fecords of receipt  and 

.I 

Records 

p a p a h  213.172 

A t  the end of every calendar month, each permittee sha l l  take and record 
an actual inventory of a31 tax-free alcohol L? h is  possession. 
tax-free alcohol and alcohol received f m  General Services Ahinis- 
t r a t ion ,  i f  any, s h a l l  be l i s t e d  separately. 

Recovered 

paragraph 213.173 r' 

. . . . . . . I n  the  case of a State ,  nunicipal subdivision thereof, or the 
District of Colmbia, holdin? a , p e d t  covering the use of tax-free 
alcohol in  a number of ins t i tu t ions  under its control, Fom 1451, sub- 
f i t t e d  by su& p e h t t e e  s h a l l  include alcohol. used bv its dependent 
agencies, ins t i tu t ions ,  or dqa- tmnt s .  The permittee shall submit the 
original t o  the  assistant rc i iona l  comissioner not l a t e r  than the I___ 10th 
da of -___ J;uluarv d_-~ of each __-_ vem 2~ _A__I_~__~_  toqetlier with .I . ._- h i s  renewal i__ apdica t ion  - 1.-- Form 
&-if -I -._-I any, and re ta in  the dunlicate co~fOy&-s f i l e s .  

paragraph 213.175. Fil ing and retention of records and copies of reports. 

A l l  records 'required by t h i s  part and copies of all reports submitted 
t o  the assistant resional c d s s i o n e r  shall be f i l ed  and nnintained 
f o r  a period of not less ~ ' - -  than three -____-- years, after the date -- T t E - G p o r t  
covermc the transaction, i n  s u & m e r  as t o  f a c i l i t a t e  mspCcti0n-G 
'Yrternal revenue officers:  
ioller m y  repire such r e c o r n o x k e p t  for an additional period of not --+,- e x c e e d ~ ~ r e ~ ~ - . - ~ - a n y c a s e w S i e r e ~  , - ~ & 2 ~ ~ - < u ~ r e ~ t ~ n ~ s - ~ -  
or advis le 

, 

__-_.__. .__I-___ 

---.--...-. __-_ 
h v i d e d .  That the assis tant  repional ccmniss- 


